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sustainability?
Vision

= Right strategy, leadership and message

Culture

= Right people, environment and alignment

Process

= Right policies, systems,
marketing and services

Results

= Right measurements,
reporting, budgeting and
performance
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Mission, Values

accomplished in the future
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» Describes organization’s culture

= Defines preferred behavior with organization
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Hirle fits, Review, Updates

tie back to strategic plan goals

iew plan quarterly with board and staff in
day session; include professional

jo Updte plan annually with board and staff in
offsite retreat over 1-2 days






Board Governance

overn as stewards
stablish organizational purpose

xercise fiduciary responsibility

legate authority and ensure accountability
Spak and act as one

Spend the board’s time only on things that matter

S

Commit resources and time to developing good
governance
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Bodard Members

Board Matrix- Handout #1

Idaho State Department of Education

Board and Committes Member Matrix

|
sustainabili

Marketing and Communications

keep a candidate list
#Add candidates by position, add as  Mark qualifications hasa desired  If candidate has separate, maybe below
many lines as you need for each desired for each List all board qualification, another qualification, and plug them into
paosition position with an "X"  pasitions noteinbold  note with "+ |positions

exampleboardmatriz
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Board Decisions-Handout #2
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Assessment Tool-Handout #3

Board Assessment Survey

Please evaluate each principle for board performance over the past year or since your

involvement and rank each on a scale of -5 (1-ineffective, z-somewhat effective, 3-effective, 4
very effective, 5-excellent, no improvement reci
Put the number for your evaluation next to the number in parentheses.

The Source:
Twelve Prindples of Governance That Power Exceptional Boards
Exceptional boards add significant value to their organizations, making a discernible
difference in their advance on mission. Good governance requires the board to balance its
role as an oversight body with its role as a force supporting the organization. The difference
between responsible and exceptional boards lies in thoughtfulness and intentionality, action
and engagement, knowledge and communication. The following twelve principles offer chief
executives a description of an empowered board that is a strategic asset to be leveraged.
They provide board members with a vision of what is possible and a way to add lasting value
to the organization they lead.

CONSTRUCTIVE PARTNERSHIP (1)

Exceptional boards govemn in constructive partnership with the chief executive, recognizing
that the effectiveness of the board and chief executive are interdependent. They build this
partnership through trust, candor, respect, and honest communication.

MISSION DRIVEN (z)

Exceptional boards shape and uphold the mission, articulate a compelling vision, and ensure
the congruence between decisions and core values. They treat questions of mission, vision,
and core values not as exercises to be done once, but as statements of crucial importance to
be drilled down and folded into deliberations.

STRATEGIC THINKING (3)

Exceptional boards allocate time to what matters most and continuously engage in strategic
thinking to hone the organization's direction. They not only align agendas and goals with
strategic priorities, but also use them for assessing the chief executive,

agendas, and shaping board recruitment.

CULTURE OF INQUIRY (4)

Exceptional boards institutionalize a culture of inquiry, mutual respect, and constructive
debate that leads to sound and shared decision making. They seek more information,
question assumptions, and challenge conclusions so that they may advocate for solutions
based on analysis.

INDEPENDENT-MINDEDMNESS (5)

Exceptional boards are independent-minded. They apply rigorous conflict-of-interest
procedures, and their board members put the interests of the organization above all else
when making decisions. They do not allow their votes to be unduly influenced by loyalty to
the chief executive or by seniority, position, or reputation of fellow board members, staff, or
donors.

ETHOS OF TRANSPARENCY (6)
Exceptional boards promote an ethos of transparency by ensuring that donors, stakeholders,
and interested members of the public have access to appropriate and accurate information

Jevelopment
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Hective Meetings: Guidelines

Board Guidelines-Handout #

Regularly scheduled meetings
a. Board Meetings
i. When?
i. Where?
b. Executive Committes to meet monthly, date and time TBD

. Communication process
a, Email is preferred
b. Phone call if requested by board member or due to shortened timeline

. Meeting Preparation
a. Committee reports are sent to secretary one week in advance of meeting by
committee chairs and treasurer.
b. Agenda, committee reports and additional materials for meetings are sent by
secretary to board members five days in advance of meeting.
Board members are expected to read all meeting materials in advance of the board
meeting and come to the meeting prepared for discussion and decisions.

. Agenda
a. Consistent format
b. Consent
< Items for business submitted from board members and committees
d. Distributed prior to board meeting

. Roles and responsibilities
a. Board members (committee or board positions)
b. Additional roles and responsibilities to be determined
< Executive committee (president, vice president, secratary, treasurer) established
d. Board development committee responsible for board member orientation

. Succession plan

a. Board development committee to establish and communicate

. Committee chairs and co-chairs
Marketing and communications
Fundraising
Board development
Financa
Legal
Public relations

Handout #3
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Consent Agenda-Handout #5

Board Resource Tool from the Midwest Center for Nonprofit Leadership

‘What is a Consent Agenda?

A consent agenda is a practice by which the mundane and non-controversial board action
items are organized apart from the rest of the agenda and approved as a group. This includes
all of the business items that require formal board approval and yet, because they are not
controversial, there is no need for board discussion before taking a vote. Items may beona
consent agenda only if all board members agree; if even one member considers a specific item
to need discussion, 1t must be removed and placed on the regular agenda for the board
meefing.

‘Why are Consent Agendas Used?

Consent agendas are used to save board meeting time and to help ensure that board meetings
focus on substantive topics that are worth discussion. Through the “bundling™ process, the
entire set of items of business that are not worth board meeting time can be voted on in one
action versus taking the time to vote on each individual item.

‘When Should Consent Agendas Be Used?

Consent agendas should be used when there are a number of non-controversial business items
on which the board needs to vote. Complete information must be provided in advance of the
meeting to all board members, so that each knows what is being proposed and has the
opportunity to consider whether the item truly is non-controversial. The key here is “non-
controversial,” and the definition of non-controversial may vary from organization to
organization. Consent agenda items often are matters that a bylaw or some other rule or
regulation requires to be formally approved by the board, yet there is no value added by
engaging the board in diseussion about the item (e g_, a routine lease renewal for a facility
already inchuded in the approved agency budget). Consent agendas are not to be used to hide
actions that will be controversial — to do so breaches the trust of the board and undermines the
value of this practice.

‘Where Should Consent Agendas be Placed within the Overall
Meeting Agenda?

The consent agenda typically appears very near the beginning of the regular meeting. This
allows any item removed from the consent agenda to be placed onto the overall agenda for
discussion and action later in the meeting. As with all formal board action, a quorum mmst be
present to in order for action on the consent agenda items to be legitimate and binding

The Michwest Canter for Nonprafit Leadership
Univarsity of Missouri — Eansas City
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Status Reporti

10

Board Status Report-Handout #6

Monthly Board Report Status

e: Month/Year
Board Member:
Distribution: Board
Position:

1. Agenda ltems (summary of anything for board discussion bulleted)

3. Tasks achieved since last report and tasks scheduled: (what the committee has done and
will be doing)

3. Budget (current expenses andjor items requiring board approval)

4. Comments
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Division of Roles between Boar

Jivision of

Administrator- Handout #7

Roles

d and

Idahe State Board of Education

Division of Roles between Board and
Administrat

Adapted from “ and Managing an Ef]

] e Board of Directors”, Center
Nonprofit Management in Southern California

This chart describes the roles and responsibilities of the board and the charter school administrator in
critical areas. Review each entry and revise as based on the specific needs and requirements of your
charter school. This chart should be reviewed on an annual basis and updated as necessary.

Legal »  Exercises fiduciary role to »  Must provide information to the board
to demonstrate that the charter school
is well managed.
compiles information for annual filing
requirements.

Signals to the board if either of the
abave situations is likely to occur.

Finanee and
Accounting

The Balance Business

Approves annual budget.
Reviews periodic financial
reports (balance sheet, income
statement, changes in financial
pasition).

Ensures that proper intemal
controls are in place:

Prepares annual budget with input
from staff and finance committee.
Oversees preparation of periodic
financial reports

Implements proper financial controls.

board&adminroles




Jecision Makinc

Board and Administrator Roles Worksheet-
Handout #8

Governing Board and Administrator Roles Worksheet

How to Use this Worksheet

This tool is designed for use by a charter school that is already operating. It should be completed via a discussion by goveming
board members, the lead administrator, the business manager andfor other senior administrative staff, as appropriate for the
charter school. The board should specify when subcommittees have a role.

The purpose of the instrument is to have a detailed discussion about roles and responsibilities and keep the documentation for
future reference. The list of items is not exhaustive and may be adjusted fo suit the unique needs of the charter school.

MNote: in the chart, the word “blend” means the board and administration each have a role. In the case of blended roles,
specific delineations should be noted in the “notes™ column.

——_
=" N N S
Maintains the vision/mission ____

daily basis
e |
charter
paperwork is filed
il I I I R
implements it

[ Monitors progress of the sfrategicplan [ [ T [ ]
 Preparesboardmeetingagendas | | | [ 000000 ]
| Prepares & distributesboardpackets | [ | [ 0000000 ]
——_

Identifies the need for new board
policies

Maintains contactwiththeauthorizer | [ [ [ ]
Maintains relaionswithkeycommunity | [ [ [ 0]
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Selecting Administrator-Handout

Selecting, Reviewing and Suppeorting the Administrator
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6a 0 of School Job Descri ption

Job Description-Handout #10

Example: Head of School Job Description

The head of school is the sole employes of the board of trustees. In situations with very large schools
and multiple divisions and/or campuses, often there is a president and one or more school heads. In
thase instances, the following job description is "divided” between president and school head(s), as
mutually agreed upon by the president and the board of trustees.

Position Title: Head of School
ReportsTo:  Charter School Board of Directors

Summary

The Head of School is responsible for overall operations of the school. S/he is a member ex officie of all
standing committees of the Board, represents the Board to faculty/staff and studentsHamilies of the
school, and sees that the general policies of the Board are understood and followed. Sihe hires faculty
and administration, holds regular mestings of the faculty and staff, and supervises and coordinates the
activities of the entire organization.

[Essential Duties and Responsibilities
The Head of School:

Board Relations

Works with the board of trustees, its chair, and its committees in carrying out established school
policies; reviews those policies and make recommendations for changes; attends meetings,
prepares reports, maintains board records, and keeps trustees informed on all aspects of the
school's operation.

Provides to the board of trustees various scenarios and possibilities for the board to consider as
it does its work focusing on the strategic future of the school.

Operations Management

‘Supervises all programs of the school (academic, athletic, ethical, and other extracurricular
|programs); monitors curriculum, grading, testing, and reporting to parents; prepares for and
conducts periodic program evaluations; submits reports to extemnal agencies as required;
establishes disciplinary policies and standards of conduct.

Manages the sometimes competing demands of the various constituencies of the school
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Performance Plan Example- Handout #11

Idaho State Department of Education

Performance Management Plan Example

Position Plan /Responsibilities of Job
Insert relevant job responsibility information here _

Manager/Reviewer Comments

Insert comments from manager/reviewer here ...

Manager Signature;
Signature indicates manager set objectives and measures for the coming year and conducted the annual review.

Employee Comments
Insert comments from employee here _

Employee Signature:,
Signature indicates employee has received annual review and objectives and measures for the coming year.

The Balance Business Page |1 perfmgmtplan

Hanaout #11




3oard Reporting

Status Report for Administration Example-
Handout #12

Example of Status Report for
Administration

REPORT NAME
Date of Report

Leader or Manager Authoring Report: <Name>
Distribution List for Report: <List of Names in Audience for Report>

Scope of Responsibilities:
A brief description of the scope of the committee, task force, or position.

1. Summary
A brief statement of performance covered since the last report. Summary should be bulleted and no
more than 5 key points.

2. Milestones Achieved since Last Report

The Balance Business
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| your school’s story

needs to hear?

stakeholders-parents, faculty, staff, board
~ members, students, business leaders and community
members
1 How do you plan?
= Marketing strategy
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<eting Plan

Marketing Plan Outline- Handout #13

Marketing Plan Outline

= Current Positioning
* Desired Positioning
= Mission/Vision

= Current Situation

= Organization Weaknesses

= Competitive Environment

* Unique Value Proposition

= Strategies

* Messaging (for each target area)
= Tactics

= Budget/Timeline




1t population
segment of the district’s population do you

Parent population
* — What is the demographic?



- Messaging

nct, consistent description of school’s
ational programs, and benetfits

= Brochures
= Newsletters
= Print advertising
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Creating an Effective Press Release- Handout #14

Creating an Effective Press Release

The best and most traditional way of getting your story out to the news media is through a press
release (also known as a news release). A press release can be used for most types of news med
with subtle changes for radio and television.

News releases are not the time to get creative with language. They should be very straightforward,
Focus on the facts: WHO, WHAT, WHEN, WHERE, WHY and of course HOW. You want to reach the
reporter and impress them with the event, story or “hook,” the news angle that is going to get the
reporter interested in attending an event or writing about charter schools.

Itis best to write 2 news release as factually and as concisely as possible. Keep in mind that reporters
and editors come across dozens, if not hundreds, of press releases a day.

Here are a few key points to consider:

Put the important factual information in the first paragraph.

Put your release on your organization or school letterhead.

Include a contact person and a daytime phone number at the top of the page.

Include a quote from a charter school leader. If your news is an event festuring a visit from a
distinguished guest (i.e. an elected official); be sure to indlude 2 quote from that person as
well

Spell out all numbers from one to nine. Use numbers for 10 and up.

Page number your news releases if they go beyond one page. It is important to remember
than most news releases should be a single page in length.

Always put the date at the top of your press release.

Send your press release to the media early in the moming on the day of the release. It is best
i the reporter receives the release just before arriving to work.

Follow up the release with a phone call to the reporter you are targeting.

Signal the end of your news release at the bottom with this symbol: ##

MOST IMPORTANT? Have more than one person proof your document. Check it
thoroughly for typos or mistakes.




"Public Relations

nerships and provide value to parents,
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1igns

ns all levels of communications, including writing a crisis
communication plan

= Conducts public relations research, surveys, and polls; interprets
results

= Creates avenues for student/staff recognition
= Trains employees in the importance of public relations
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Charter School Partnerships- Handout #15

Charter School Partnerships

All charter school partnerships are not alike. The types of partnerships that exist between charter
schools and other organizations can be distinguished basad on three characteristics:

®  Whatis the nature of resources exchanged in the partnership?
Finandial resources
Human resources
Physical resources
Organizational resources
®  Whatis the form of the partnership?
o Formal
o Informal
®  Whatis the depth of involvement in the partnership?
o Onelevel
o Multilevel

The types of organizations charter schools elect to partner with vary widely but commonl
the following:

Non profit *  Community-based organizations (recreational centers, neighborhood

outreach agencies)

*  Cultural institutions (museums, local performance groups)

*  Educational institutions (private colleges, universities)

*  Faith-based organizations (churches)

*  Nonprofit educational management organizations

*  Racajethnicbasad organizations

*  Social service providers (child and family welfare agencies)

* _Private foundations

For profit *  Education management organizations
Local businesses

*  Cultural institutions (art museums, science museums)
*  Educational institutions (school districts, community colleges, universities)
*  Public health providers (hospitals)

*  Government/Municipalities (city offices, mayor's office)

* Police departments

Lesson 1: Weigh the Costs of Partnering

An established partner can offer a range of resources—additional finances, a unique curriculum,
access to faciliies—needed for a school's survival. Some charter school leaders acknowledged that,
were it not for the funds provided by a partner, the school simply would not exist.
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Fundraising Plan for Charter Schools Example-
Handout #16

Idaho State Department of Education

Example of Fundraising Plan for Charter
Schools

Afundraising plan sets goals for the charter school’s income, typically over a three to five year period.
The plan should incorporate specific objectives and action steps that will help the charter school acquire
and effectively use the financial resources it needs.

Summary

The goal of this overview is to lay out a strategy of fundraising that combined with tuition revenue will
create financial sustainability for the Charter School. Fund development is an ongoing, rewarding
process that engages all staff and every board member in some way. This document (and attachments)
will become part of the Strategic Plan and should be reviewed and updated on a regular basis by the
Development Committee of the Board of Directors.

Fund development provides a mix of funding that will sustain basic operations, allow for expansion of
educational programs, and generate sufficient cash flow to cover operating costs. Activity associated
with strengthening fund development should be taking place every day at the Charter School. Itis vital
1o the sustainability of the school to place as high a priority on fund development as any other
organizational component.

To some, fund development means having a bake sale or applying for a grant. It can and should be so
much more. Fund development does include those activities, but effective fund development produces
more than money. Fund development includes building stronger relationships, helping Board members
feel comfortable asking for money, and understanding the interests of Charter School donors.

This everview will outline fundraising areas and will show projections of what needs to be raised in each
area. Each area has s committee associated with it that will determine the goals and timeline for each
fundraising activity. The Development Committee of the Board oversees all of the fundraising activities.
The importance of preparing monthly progress reports cannot be stressed enough. These reports,
prepared by the Development Director, are essential to monitoring the plan by comparing the actual
results of fundraising activities with the projected incomes of each area. This information allows us to
focus on activities that are productive and intervene in areas that are not.

Each year the Head of School, Development Director and the Board Development Committee work
together on the development plan for the year to come and provide to the Board a written evaluation of
the past year's development efforts.

The Balance Business charterschootfundraisingplanex
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e Beth Geagan

210 N 6th Street
Boise, Idaho 83702
208-424-6665
208-863-7029

- bgeagan@thebalancebusiness.com
A
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